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ABOUT THIS BOOK

As the title indicates, this text is put together to help you learn to communicate with people in the real
world.

Then, who are the “people” you are writing to, within the purview of this text? They are your family,
friends, co-workers, customers, business associates, and others who directly interact with you in private and
work contexts.

And how do you perceive yourself, when writing to people? This question must sound odd to you. Of
course, you are always what you are, writing or not writing. Suppose I'm being a bit unreasonable and press on.
To get rid of me, you might reply grudgingly, “OK, you win. I'm so-and-so, a student, who happens to be
writing.” And you’re right in a sense — when you see yourself as the ONLY “actor” in this act of writing.
Now, try to envision a specific act of communication as it works in the real world where other factors — if not
also ACTORS — play a part. And you will probably see yourself alternating between varied personal and social
roles, writing as a student, a son or daughter, a customer, or an applicant for a job opening or a scholarship. In
addition, you may even switch your roles writing to the same person — for example, from the role of a helper
responding to a request to the role of a help seeker making a request. Thus, to be an effective communicator,
you must “play your role” right and learn how to communicate accordingly.

What is the “real world”? Here | refer to realife situations where you must communicate to another
person for a genuine purpose, rather than fulfill your internal need of self-expression on paper. In this real
world of communication, you make invitations, give information, offer congratulations, express appreciation,
and so on.

In learning to write English as a foreign language in China, | admit, you must remain on the outside of the
home culture of English — a life-world other than your own. This cross-cultural dislocation necessarily creates
some difficulties for you. First, you may be unaware of certain cultural conventions that also shape the way
people communicate. Moreover, having experienced few genuine communication acts in realife situations,
you may find yourself untrained to employ your linguistic or rhetorical skills appropriately to “act out” such
communications in English.

However, these less than ideal conditions should not discourage you from working toward excellence in
English communication. Rather, they point to the need for you to look for ways to overcome them. Ultimately,
you are learning to write English, not just to meet the bottom line requirement: writing intelligible texts of
English, but to perform various functions and to reach people through communication.

This current text is designed to meet your need to write English for private or transactional purposes in
the real world of communication. It helps you understand and practice formats, styles, and tones appropriate
to different individuals and in varied writing situations.

Given the limitations inherent in learning a foreign language, where do you start and how? Like in most
other areas of social behavior, you can start learning to write properly by observing how others do. This is
exactly where this book may help you by providing communication samples between individuals or
organizations in a wide range of functional areas. By studying these models and the commentaries on them
and by practicing, you can learn how to communicate effectively in English in everyday interpersonal and work
circumstances.

To give your writing maximum impact, you will also have to follow accepted rules for good writing. Each
unit in this text is supplemented with the section Guide to Good Writing — a selection of rules — to meet
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your needs as a student of English as a foreign language. Reinforcement Exercise that follows Guide to Good
Writing helps you understand and apply these rules.

With this textbook, you can work — with an instructor or without one — on a variety of real-world
communication tasks, encompassed in three general categories:
Quick Messages (Notes, Memos, Faxes, and E-mails) in Part |

Personal Correspondence in Part |l
Business Correspondence in Part Il

The three parts are subdivided into 36 units, each covering a specific functional area:

Part I: Quick messages
1. Requests
2. Arrangements
3. Explanations

Part IIl: Personal Correspondence
7. Requests and Inquiries
8. Replies to Requests
9. Invitations

10. Acceptances
11. Refusals

12. Arrangements
13. Apologies

14. Thanks

15. Congratulations
16. Sympathies

—

Part lli: Business Correspondence

26. Requests, Inquiries, and Replies
27. Orders and Order Cancellations
28. Apologies

29. Acknowledgements

30. Acceptances

31. Refusals

4. Apologies

o

32.
33.
34.
35.
36.

. Notices
. Instructions

. Greetings

. Introductions

. Instructions

. Sharing of Experiences

. Resumes

. Cover Letters/Applications

. Describing People and Places
. Describing Routine Life

. Narrating Events and Incidents

Congratulations

Invitations

Greetings

Announcements and Notices
Instructions

Each unit in this text contains seven sections:

Preview

It summarizes the basic components, typical text structure, and other points of importance in the text

type.

Models and Commentaries

Models are provided for you to study and follow in your practice; Commentaries highlight points of
importance that may otherwise go unnoticed in some of these model texts.

Useful Expressions

Some useful expressions are listed for your practice.

Practice

It provides a number of situational tasks for your practice.
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Guide to Good Writing
Guide to Good Writing is a selection of rules for writing English. You can discuss these rules with your

instructor in class. Guide to Good Writing in the 36 units includes the following subjects:
I
. Understanding Culture (2.5)
. Understanding Styles (3.4)
. Avoiding the Passive Voice (4.5)
. Using Strong Words (5.5)
. Avoiding Wordiness (6.5)
. Guidelines for Writing Letters (7.5)
. Typical Message Pattern in Personal Correspondence (8.5)
9.
10.
] 8
12.
13.
14.
15:
16.
1.
18.
19.
20.
21,
22,
23,
24.
25.
26.
27.
28.
29.
30.
31.
32
33
34.
35.

O Ny B W N

Using Hllipsis Correctly (1.5)

Addressing the Envelope Correctly (9.5(1))

Using Postscripts Sparingly (9.5(2))

Using Titles Correctly (10.5)

Varying Your Sentences (115)

Structuring Your Sentences for Desired Emphasis (12.5)
Emphasizing Principal Ideas (13.5)

Improving Choppy Sentences (14.5)

Writing Effective Paragraphs (15.5)

Organizing Your Thoughts for Readability (16.5)

Supplying Specifics (A)(B) (17.5)(18.5)

Selecting and Organizing Details to Achieve Your Purpose (19.5)
Using Adverbs and Adjectives Sparingly (20.5)

Using the Colon to Advantage (21.5)

Using the Dash to Advantage (22.5)

Avoiding Comma Splices and Fused Sentences (23.5)

Using the Comma Correctly (A)(B) (245)(25.5)
Understanding Business Letter Styles (26.5)

Typical Message Pattern in Business Correspondence (27.5)
“You” Perspective (285)

Structuring Your Writing for Impact (A): Headings (29.5)
Structuring Your Writing for Impact (B): Bullets and Numbers (30.5)
Using Capitals Correctly (315)

Using Numbers Correctly (32.5)

Avoiding Misplaced Modifiers (33.5)

Using Abbreviations Correctly (34.5)

Using the Semicolon Correctly (35.5)

Documenting Sources (36.5)

Reinforcement Exercise
Reinforcement Exercise completes the section Guide to Good Writing . A key to the numbered exercises
and some lettered exercises is provided at the back of the text.

Teamwork
Finally, the Teamwork section allows you to interact with others in class by exchanging views. %
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